COURTS PURCHASING PROCESS
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Contract (SCC)?
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Do you have a current contract? If so,
purchase direct from that contract. If not,
work with AOC Purchasing to determine if
a state agency can supply the
item/service and meet the minimum
requirements:

State Surplus Property

Utah Correctional Industries

State Mail and Distribution Services
State Print Services

YES

Purchase from a State Cooperative
Contract (SCC) when the contract offers
products/ services that meet your
requirements. Contact AOC Purchasing
for help in creating a Purchase Order or
with any questions. Keyword search at:
https.//statecontracts. utah.gov/Home

/Search

Is the total purchase
3 $1,000 or less?

YES

e —

NOI

|

Select the best source without seeking
competitive quotes. A SCC may be the
best source. Refer to SCC section above.
Keyword search at:
https.//statecontracts. utah.gov/Home

/Search

Is the tbtal purchase
$1,001 to $5,000?

YES

NOI
A 4

Obtain competitive quotes and
purchase item/service from supplier
offering the lowest quote meeting
specifications. Two or more
competitive quotes required unless
sole source document completed and
approved by AOC Purchasing. Contact
AOC Purchasing for guidance.

Is the total
5 | purchase more
than $5,001?

YES

NOTE: You are required to work
with Purchasing to obtain
bids/quotes. Your Department will
assist with specifications / scope of
services. AOC Purchasing must file a
contract with State Finance or a P.O.
in FINET.

Deptpartments Involved

Dept. Buying the Item

Dept. Buying the Item

Dept. Buying the Item

Dept. Buying the Item
AQOC Procurement if ACWESP
AOC Legal (as needed)

AOC Procurement (Lead)

Dept. Buying the Item
AOC Legal (as needed)

Awarding of Contracts Without Engaging in Standard Procurement (ACWESP) or “Sole Source”
Purchases greater than $1,000 must be pre-approved by AOC Purchasing prior to purchase.

This flow chart is for information purposes only. Contact AOC Purchasing for more detailed information.
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